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	<Company>

Job Description



	<Optional - Insert short profile of the Company here>



	Job Title
	<Insert the exact title of the job>

 e.g. Accounts Payable Manager

	Division/Department
	<Insert the Directorate / Division / Section etc.>
 e.g. Finance Directorate : Accounts Payable Section

	Location
	

	<Insert the exact location and any conditions>
 e.g. Based at Company HQ,  Chambers  Road, Edinburgh : with regular weekly travel required to the London office

	Reports to
	

	<Insert job title of immediate manager>

e.g. Finance Manager-

	

	Level/Grade:
	Salary Range:
	Type of position:
	Hours per Week:

	<Insert the level or grade> 

e.g. Admin Level 5
	<Insert range or spot salary if no range>

 e.g. £20,000 - £27,000 (dependent on experience / performance)
	<Insert if full-time, part-time, agency etc.>
e.g. Full-time
	<Insert number of hours worked per week and any conditions>

e.g. 35 hours per week (worked 9am to 5pm over 5 days)

	

	General Description of the job

	<Insert a one paragraph summary of the main purpose of the job> e.g:
The postholder manages and coordinates the activities required to ensure an accurate accounts payable system. Develops and recommends policy and procedure to govern the payment of company bills to the advantage of the company in terms of cash flow and discounts. Plans, schedules, and directs the work of the accounts payable department. 

	Main Duties of the post

	See here for advice in completing this section

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	


	key competencies required

	See here for advice in completing this section

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	

	Person Specification

	Should focus here on describing the qualifications, skills, knowledge and experience an individual will require to successfully undertake the role. These should be split between essential and desirable.

	Qualifications
<Insert the main qualifications both essential and desirable for the post> e.g.
	Essential
	Desirable

	Educated to honours degree level
	Good first degree in a finance related subject
	Post graduate Accounting degree / certificate

	
	
	

	Skills
<Insert the main skills both essential and desirable for the post> e.g.
	
	

	Must have above average IT skills
	Must be highly competent in the use of MS Office 2010, particularly Excel, Word, and Access to intermediate level, Internet and email.
	Competence in the use of SAP Finance; in particular the Accounts Payable modules.

	
	
	

	Knowledge
<Insert the required knowledge both essential and desirable for the post> e.g.
	
	

	Understand how to produce effective finance reports
	Able to understand profit and loss calculations and intermediate / advanced business finance, e.g., gross margin percentages and calculations, depreciation, capital and revenue expenditure, cash-flow, overheads, etc.
	Knowledge of advanced accounting procedures to BS 201 standard.

	
	
	

	Experience
<Insert the required experience both essential and desirable for the post> e.g.
	A minimum of 3 years working in a finance environment
	5 years finance experience with at least 1 year working in an accounts payable environment

	
	
	

	

	Acknowledgement

	This job description has been designed to indicate the general nature and level of work performed by employees within this post. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to the role.  These may therefore be subject to future amendments following appropriate consultation.



	

	Approved by
	
	Title
	

	Reviewed by
	
	Title
	

	Date 
	

	Date Hired
	


NB – Once you have completed the job description template, don’t forget to delete the Completion Notes at the end of this document.

COMPLETION NOTES

Main Duties of the post
The purpose of this section is to clearly outline the duties and accountabilities of the post holder. 
For non-supervisory / non-managerial positions, it is usually enough to list out the primary objectives of the postholder as a list of the main job-specific tasks and requirements.  In general this should  follow the following format:
 SHAPE  \* MERGEFORMAT 



For example:
Customer Service & Sales Advisor (Bank)

1. To be the primary point of contact for telephone customers supporting the delivering a high-quality effective telephone banking service.  

2. Investigating and understanding customer requirements in order to effectively identify and promote alternative and more complex products where applicable.

3. Handle, from start to finish, enquiry’s from customers concerning existing and new accounts with the objective of maximizing customer satisfaction.
4. Utilise the call centre IT system in an appropriate and accurate way ensuring all information is entered correctly with a high degree of accuracy.
5. To accurately and efficiently administer all relevant paperwork and post call ‘wrap up’.

6. To achieve consistently and successfully, all individual and group productivity targets.

7. To be an active team member taking on additional responsibilities where appropriate in order to support others and promote excellent customer service.

 For suoervisory / managerial posts it is generally not enough to just give a list of tasks. It is far more effective to describe the key responsibilities of the post – around 6 - 8 or so of these is normally enough to describe most posts. Adapt the following “boilerplate” statements to the job in question.
1. Contribute to / ensure the effective planning / co-ordination / supervision / management of the activities of the xxxxxxxx section / department / function to achieve the agreed standards, targets and objectives as determined by the Company.  Ensure all activities meet with organisational requirements for quality standards, health and safety, legal and environmental obligations and a general duty of care.  Monitor performance (in relevant areas) according to agreed standards and take any necessary action to maximize performance levels and ensure the agreed standards, targets and objectives are achieved. 
2. Recruit, induct, develop, manage and motivate staff in line with company policies. Ensure all relevant procedures including objective setting and appraisal are carried out and that all Company employment terms are properly applied, for example on discipline, grievance, standards of business conduct and any other such Company HR policies.
3. Ensure / contribute to effective planning, forecasting and reporting on company sales / activities, costs, profitability, customer satisfaction and any other measures of business performance, according to Company requirements. 
4. Ensure / contribute to effective internal and external communications both verbally and written incorporating any Company policy in relation to  staff briefings, internal writing / email protocols, personal communications with own staff / managers and liaison with other functional/departmental staff and managers. Ensure external communications with customers, suppliers, visitors, enquirers, job applicants and the media are undertaken in a clear and effective manner in line with any Company policies in these areas.
5. Take reasonable care for the health and safety of self and others who may be affected by acts or omissions related to your work. Co-operate fully with the management of the Company with regard to any duty or requirement imposed on them by the relevant Health and Safety legislation to allow that duty or requirement to be carried out or complied with.
6. Undertake specific responsibilities for the following key functional job-specific responsibilities:

a. <Input here a list of any functionally specific job responsibilities which you wish to cover and which are not made clear or specific enough elsewhere in the job description> e.g.
b. Responsible for the integrity of the input, processing, monitoring and back-up of all data related to the Company SAP 10/5 Finance System as well as the development and maintenance of the software and hardware in close collaboration with the Company IT Department.

c. etc. 

7. Maintain awareness and knowledge of issues related to the sphere of responsibility of this post, and be responsible for personal development and updating on those issues of a professional nature. The postholder will ensure that they provide suitable briefings to directors, managers and staff within the organisation in relation to any such issues’ which are likely to affect the business performance of the Company.
Key Competencies Required

This section outlines the behaviours that employees must demonstrate, or must acquire, in order to achieve the levels of performance required by the Company. These competencies are generally outlined in a competency framework or competency dictionary developed by the company to suit it’s requirements. Competencies are used for a variety of applications within the organization: 
· To support the recruitment and selection process

· underpins person reviews/appraisal 

· supports greater employee effectiveness 

· supports greater organisational effectiveness 

· allows for more effective training needs analysis 

· allows for more effective career management. 
For the purposes of recruitment and selection, 6 – 8 key competences / levels should be chosen as those most appropriate for the job in question. These should be added to the job description.
Here is a sample Competency Dictionary which you can adapt; however it is better to use one specifically developed for your own organisation if this exists.
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